SC Enrich IEP Quick Reference Guide for IEP Amendments

This guide describes the IEP amendment process for IEPs that are created in the SC Enrich IEP program.
Amending an IEP Created in Enrich

An amendment to an Enrich IEP requires three to four steps, depending on whether a meeting is held
for the amendment. The steps include:

Creating the IEP Amendment (Cover Page)

Scheduling a Meeting (if appropriate)

Amending the IEP

Completing the Cover Page and Prior Written Notice (PWN)
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Step 1: Creating the IEP Amendment (Cover Page)

Go to the Programs Tab and click on ‘Add Action’ and select IEP Amendment (Cover Page).

When the IEP Amendment action opens, put in the start date for the action (which defaults to the date
the action was selected).

Create |IEP Amendment (Cover Page) Srint @rep
Initiation

Reason Amend Current IEP

Start Date

1152015 | 1=

Then answer the question regarding whether an eligibility determination has been made since the last
annual review. If you select “yes”, additional date fields will appear so that the IEP Amendment Cover
Page will list the updated eligibility determination dates.

IEP Amendment

Has an eligibility determination been made since the last annual review meeting?

Yes Mo
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Eligibility Determination Date:

Irmkd

Mext Eligibility Determination Due By:

Pl
Then answer the question: “Will a meeting be held to amend the IEP?”

SCDE Guidance Tip:
1EPs can be amended without convening an I1EP Team mesting by agreement between the parent/guardian and LEA. If an IEP amendment
will be mads with 8 meeting, please create an ad hoc meeting from the Programs Tab.

Will a meeting be held to amend the IEP?

Yes Mo

If a meeting will be held to amend the IEP, ‘Save’ and ‘Close’ the IEP Amendment (Cover Page) and go to
the Programs Tab to schedule an IEP team meeting (Step 2). If you are not holding a meeting, skip to
Step 3: Amending the IEP.

Step 2: Scheduling a Meeting
On the Programs Tab, go to “Schedule Meetings” and select “Add.”
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Complete the meeting notice by entering the participants, date, time, and location for the IEP team
meeting.

Schedule Notice of Meeting Gt Pt @D Help

Dats & Time 11/6/2016 %~ laoopPMm |-500PM 1 hour duration
19 HINEs above are showh in Mountain Standarcd Tirne

Location Rowels Middle

Purpose

Participants Person Role Absent?
Pedro Rosensteel v | B3
Elena Sjerven v m
Tony Lavatt v m
Stacie Fassinger Mothea E3
Stew Fassings Father m

@ Add Petson
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Print the “Meeting Notice” from the documents section of the navigation pane and transmit the notice
to the parent(s). Then save and close the schedule meeting page. From the Programs Tab, you can open
and update the schedule meeting page as appropriate to enter additional contact attempts and parental

response information.

€ Add Action (&) Eind Special Education

Schedufed Mectings € Aat
Moating (No Dutside
= Q Agencies)
T, IG00PM - 11.00 PM

Moy 77, 1600 PM

Step 3: Amending the IEP

Go to the Program Tab and select “View Details” on the student’s current IEP.

Special Education © Adi

Other Health Impairment

Evalua - Initial E * Eligible IEP IEP Review © Reeval
PP CE N L F b F R E BN Dus: 4/21/15 & Due: 4/22/17

IEP - Transition (13+) Team Lead: Tess Practice «

Q242014 - 42472045

Services View Service Log Q Goals Goal Progress Q

Q3 progress report due on 7/1/2014 Enter
Math

Then click “Amend” function on the IEP.
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Sections ~ View IEP - Transition (13+) S @res
e s3ert eTItOr Revizon: §52004
AL IEP Meeting
Daee=
oo gtor o Soecs f et Date & Time L222014 1000 AM - 1100 AM ¢ hour durstion
Frasart Lowes of Ferymans Location Caverpon sagh

Paxt- Scnoot Contadersters
Patcigancs e i ——

The IEP will then open for amendment. DO NOT change any data fields in the following sections during
the amendment process:

1. IEP Meeting;
2. Dates; or
3. PWN.
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Navigate to the appropriate section(s) of the IEP and make the necessary changes for the amendment.
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Save and print the amended IEP. Then close the Amend function.
Step 4: Completing the Cover Page and PWN for the Amended IEP

Return to the Programs Tab and open the IEP Amendment (Cover Page) by selecting “Edit Details” to
enter remaining information for the cover page and the PWN for the IEP amendment. Make sure to
identify the sections of the IEP that were amended, the date the amendments were made, and the date
on which the amended IEP will start. Also complete the PWN in the IEP Amendment action.

IEP Amendment (Cover Page) «

Amend Current IEP Created Sep 18 by Dianne Bennett

After the IEP Amendment action is finalized, the process is complete and the following documents
should be printed for distribution: 1. IEP Amendment Cover Page; 2. Amended IEP; and 3. PWN.

Additional Functionality: Access the Original and Amended IEP

After you have completed an IEP amendment, there is functionality within the system to view both the
original IEP and the amended IEP.

To access either the original IEP or the amended IEP select ‘View Details’ from the ‘Program’ tab.

Special Education O Adi

Other Health Impairment

Referred  Evalual \ Initial E "JElgible "-\ IEP IEP Review ¢ Reeval
2314 212114 41514 2ond T 24014 Due: 4/21/15 Due: 4/22/17
- iti -+ . 2
IEP - Transition (13+) Team Lead: Tess Practice
S24/2014 - 42172015
Services View Service Log Q, Goals Goal Progress Q,

Q3 progress report due on 7/1/2014 Enter

Math
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When the IEP opens for viewing, you will see the most recent version of the IEP (i.e., the amended IEP)

with the date in bold after “Revisions.” The previous/original IEP is accessible by clicking on the date link
for that IEP, which is in blue and underlined.

- bore ~ View IEP - Tramsition (11+)
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